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I~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

I 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward sigded driginal to 
Department of Archives and History, Records# Management Division, ,330 Capitol Aveque, Atlanta, Georgia, 30334. l 

fatlien: Latest 
To Date 1 1978 

~ . . - 

Attention: Schedulins Section. 

G.P.A.  Employees.' Fingerprint Cards 
~. - ~ . ~-~ ~ .. 

-- .~~~ ~ .~ _--~ ~ ~ ~ - _ . c c ? _ ~ .  I , T.~.a~Ar.~.-~-*-. 

Apoiication Date 
FOR AGENCY USE 

8/01 /79 

Authority 
Administration Division, Port Police 
Post Office Box 2406 
Savannah , Georgia 31402 

~ 

&Dolicstion N u m b i  

74 I 

~. - . -~ ~_ _ _ _  ~ ~ . .  ~. ~ 

FOR RECORDS ~ MANAGEMENT ~ USE __ t Apolication Number 

I AUG - 6 1979 I AUF 1 3 1979 

7. Record Series Desctiprion This f i le  contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 
Fingerprints taken of a l l  G.P.A. personnel. i 

1 :  
, .  

Documents relating to: 
I 
I 

One fingerprint 'card :per person for  a l l  divisions w i t h  exception 
1 

Included are: 
of Port Police Department. 
person fo r  Port Police personnel. 

Two fingerprint cards are, used per 

I 

File i s  arranged: A1 phabetical l y  by name o f  employee. 

i 

t 
. -~ ~ ~ ~ __ ___-.__.___- ~ 

0 8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
10 5 

~ Seven to twelve months old Thirteen to twenty-four months old __ ----.; 
twenty-five months and older- 0 _ - : . I  for  current employees. 
--~--c_-~-.-_ - __--- __ --.;_ ~~ -__-.l______.l___ ~. ~ ~~~ _ ____  

I 

i Letter-size drawers .-; Leyal-size drawers ~ -___; 4 Shelves-.-A7--; Other (wecify) ~ _ _  
9. Annual Rate of Accuhulationof Records 

I 



. 
-I 

- -1 x -1 A I s~ th is~ ier~or_amaio~of~Q~~of i t ! . reau lar lv  micrafilmed? -_ =.... 

~= 1~~x--1 L .  Does~the~record-series result in a cornoutet.pintout? - . . _ ~ ~ . _ - f _ _ _ _  __ 
11. Retention Requirements .I The foltowing requires the series to be,kept: 

a. State Law -.__ ~__ ~- ,years. d. Audit period __ ~----years. 
b. Statute of limitaticy ~ .. -... _ _ _  - ,years. e. Administrative need years. 5 
c, ~ Fe.&rai iaw _~I~.~--~ ~~~.~ .,years. f. Federa1,retention instructions I ~~ years. 

Attach copy or excerpt of lavn or regu!ations. Explain administrative need. 

I n  accordance w i t h  requirement f o r  terminated personnel f i l e s  f o r  employment: 

~ . . ~  ~ ~ 
~ ~. ~~~~ -- -~ 

~. 
~~ 

, 
. . .  ......... .... .... ....... - ~~~~ ~~ - ~ , ~ . ~  ---___,_- __~.~13_ 

I2 AoaiQved DisGsition Instructions 
~ 

This agency.recommi?nds that the file series be cut o f t  a t  thb end of each: - 
Upon te rm ina t ion  o f  0 Calendar Year; 0 Fiscal rear ;  f3 Other I - ~ _ c  - 

. .  

-=_ then, 
' emp I oyee . . . .  ... 

. .  
121 Hold in the current files area 
0 Traqsfei to local holding area, hold ~~. --.--year(s); then 
0 Transfer to State Recaidr Center; hold _I 

0 Destroy. 
0 Transfer to State Archives for permanent retention. 
!XI Other /SpecifyJ See below. 

month(s) _ -~~-  - year(s); then 

-_ yea&); than 

' 

. .  

Hold i n  current f i les  area u n t i l  employee is  terminated. Upon termi;nation of employee, 
'forward fingerprint card t o  the Personnel Office t o  be consolidated w i t h  the employee's 
personnel f i l e :  

. . .  . . . . . .  . .  
~~ ~ 

.~ 
~~ ~ - - - .. ~ 

~L ~ ' . .  

-- NOTE: Two f i n g e r p r i n t  ca rds  are used p e r  person f o r ~ P o r t  P o l i c e  Personnel .  Upon terminat ion 
forward 1 f i n g e r p r i n t  card t o  Personnel  Of f i ce  t o  be placed i n  employee's personnel  
f i l e ;  d e s t r o y  t h e  2nd copy of t h e  f i n g e r p r i n t  card. 

These instructions apply to a l l  prior and future accumulations of the series. 

?earnmendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
r f  eXpfafl8tiOfl.) 

--./---I* .I_ .-*- 
R-54-71; R w .  76 
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.Î --. __ 


